
Operations Manual                                        DEPARTMENT OF CORRECTIONS AND REHABILITATION                                   Table of Contents 

2011 DOM (3/15/11) i

 Chapter 1    — General Administration..…..…………………….. 1 

Article 1    — Organization..…..……….………………………….. 1 

Article 2    — General Information.........………………………….. 17 
Article 3    — Standing Committees...…………………………….. 17 

Article 4    — Prison Industry Authority…………………………... 20 
Article 5    — Evacuation and Emergency Management………….. 23 

Article 6    — Regulation and Policy Directives...………………… 25 
Article 7    — Conferences and Conventions……..……………….. 30 

Article 8    — Correspondence...……….………………………….. 32 
Article 9    — Unassigned..………………………………………… 34 

Article 10  — State Business Mail……..…………………………... 34 
Article 11   — Publications……………..…………………………... 35 

Article 12   — Telephone, Facsimiles, and Cellular Type Telephones… 37 
Article 13    — Public/Media Information...……………………….... 39 

Article 14 — Community Relations..……………………………... 44 
Article 15  — Information Practices…...…………………………... 46 

Article 16  — Public Records………….…………………………... 55 
Article 17    — Motion Pictures, Radio, and Television..…………… 57 

Article 18  — Legal Matters...……………………………………... 59 
Article 19   — Research and Planning.……………………………... 66 

Article 20   — Polygraph……………….…………………………... 67 
Article 21    — Reserved.………………..…………………………... 68 

Article 22 — Legislation………………………………………….. 68 
Article 23 — Records Management…..………….……………….. 71 

Article 24   — Unassigned...........................................…………….. 74 
Article 25   — Unassigned……………...………………………….. 74 

Article 26   — American Correctional Association Standards……... 74 
 Chapter 2  — Budget Development…..…………………………. 76 

Article 1    — Budget Planning……….. ………………………….. 76 
Article 2     — Operating Expenses and Equipment....…………….. 78 

Article 3  — Unassigned………..………………………………... 78 
Article 4  — Capitol Outlay………….…………………………… 78 

Article 5    — Reimbursements…………..………………………… 80 
Article 6    — Unassigned……………………..…………………… 83 

Article 7 — Unassigned……….………………………................ 83 
Article 8   — Unassigned………………..………………………… 83 

Article 9  — Unassigned….………….…………………………… 83 
Article 10  — Equipment and Supplies..….……………………….. 83 

Article 11   — Travel…….………………..………………………... 83 
Article 12 — Materials Management…….……………………….. 88 

Article 13   — Contracts…………………..……………………...…   105 

Article 14    — Field Offices………………………………………... 108 

Article 15  — Selection of Professional Consulting Services…….. 109 
Article 16   — Employee Personal Property………………….……. 110 

Article 17   — Evaluations and Fiscal Control Audits.………….…. 111 
Article 18   — Fiscal and Administrative Reviews..…………….…. 113 

Article 19 — DVBE Program for Services, Commodities, and 
Public Works.……………………………………… 114 

Article 20  — Inmate Welfare Fund……………………………….. 115 

 Chapter 3   — Personnel, Training, and Employee Relations….. 118 

Article 1    — Equal Employment Opportunity/Sexual 
Harassment Policy………………………………….. 118 

Article 2   — Health and Safety Program..………………….…….. 123 
Article 3   — Employee Awards Program.………………….…….. 143 

Article 4    — Employee Wellness Programs……………………… 148 
Article 5    — Paraprofessional.………..…………………….…….. 151 

Article 6  — Appointments...………………………………….….. 151 
Article 7  — Personnel Identification Cards.……………….…….. 163 

Article 8   — Leave Credit and Overtime Management...….…….. 166 
Article 9    — Employee Death.………..…………………….…….. 171 

Article 10  — Conflict of Interest……...…………………………... 175 
Article 11 — Smoking – Nonsmoking and Tobacco.………….….. 176 

Article 12 — Staff Meetings…………..……………………….….. 177 
Article 13  — Salary and Compensation……………………….….. 177 

Article 14 — Internal Affairs Investigations..............................….. 181 
Article 15 — Release of Payroll Warrants.……………………….. 187 

Article 16  — Managerial Performance Appraisal System.……….. 189 
Article 17    — Personnel Examining……...………………………... 192 

Article 18  — General Training………..………………….…….…. 195 
Article 19  — Basic Academy Training……………………………  210 

Article 20  — Personnel Policies……………………………….….. 212 
Article 21    — Uniforms/Employee Grooming Standards..……..…. 224 

Article 22 — Employee Discipline.….. ……………………….…. 236 
 Chapter 4 — Information Technology…………………………. 255 

Article 1    — Electronic Data Processing..…………………….…. 255 
Article 2    — EDP Responsibility……..………………………….. 259 

Article 3  — Organizational Staffing and Training…..……….….. 261 
Article 4   — General Information and Policy…...……………….. 261 

Article 5    — EDP Standards.....…………………………………... 263 
Article 6    — Quality Assurance and Quality Control.……..…….. 265 

Article 7 — Information Management Planning..……………….. 266 
Article 8  — Project Initiation and Approval…………………….. 267 

Article 9    — Project Management…….………………………….. 269 
Article 10    — Project Review and Basic Policy….………………... 270 

Article 11 — Project Reporting Requirements..………………….. 271 
Article 12  — Project Evaluation………………………………….. 274 

Article 13   — Policy and General Information……..……………... 274 
Article 14   — Methods of Procurement..………………………...... 275 

Article 15  — Lease of EDP Equipment.………………………….. 276 
Article 16  — Purchase of EDP Equipment……………………….. 276 

Article 17  — General Contract Requirements.…..……………….. 276 
Article 18    — EDP Maintenance Contracts……………………….. 277 

Article 19  — EDP Personal Services Contracts………………….. 277 
Article 20 — Consulting Services Contract..……………………… 277 

Article 21  — Inter-Agency Agreements………………………….. 277 
Article 22   — Policy and General Information…..………………... 278 



Operations Manual                                        DEPARTMENT OF CORRECTIONS AND REHABILITATION                                   Table of Contents 

2011 DOM (3/15/11) ii

Article 23  — EDP Equipment Maintenance..……………………... 279 
Article 24  — EDP Equipment Inventory.…..……………………... 279 

Article 25    — EDP Equipment Maintenance Records………..…… 280 
Article 26    — Disposal of EDP Equipment………………………... 280 

Article 27  — Disposal of EDP Supplies………………………….. 281 
Article 28 — Offender Based Information System……………...... 282 

Article 29  — SCO Systems……………………………………...... 283 
Article 30   — C.L.E.T.S......……………………………………….. 283 

Article 31 — Personal Computer Systems.……………………….. 284 
Article 32  — Public Safety Radio Communications Systems……. 285 

Article 33    — Incident Reports Database....…………………….…. 287 
Article 34    — Revocation Tracking System.…..…………………... 288 

Article 35 — Computer Room Construction……………………… 288 
Article 36  — Unassigned......……………………………………... 289 

Article 37   — Classification Tracking System...…………………... 289 
Article 38   — Unassigned.......…………………………………………. 289 

Article 39 — Statewide Accounting and Reporting System..…….. 289 
Article 40 — Distributed Data Processing System………………... 290 

Article 41    — Departmental Workgroup Computing Policy.……… 291 
Article 42    — Departmental Modem Policy…..…………………… 297 

Article 43  — Handheld Computing Devices................................... 298 
Article 44  — General Information.……………………………….. 299 

Article 45  — Information Security..…..………………………….. 300 
Article 46    — Information Systems Risk Management..………….. 311 

Article 47  — Disaster Recovery Planning.……………………….. 313 
Article 48 — Electronic Data Processing Auditing.…..………….. 315 

Article 49    — Special Security Considerations………..…………... 315 
 Chapter 5    — Adult Custody and Security Operations………… 317 

Article 1   — Peace Officer Authority…………...….…………….. 317  
Article 2 — Use of Force.......………………................................ 317 

Article 3    — Incident Report……………………………………... 327 
Article 4     — Post Orders.……………..………………………….. 329 

Article 5  — Post Assignment Schedule….………..…………….. 330 
Article 6 — Daily Activity Report…..…………………………… 333 

Article 7   — Inmate Deaths, Serious Injury, or Illness 
Notification…………………………………………. 

 
334

Article 8     — Inmate Civil Rights……………..…………………... 336 

Article 9   — Display of the United States and State Flags…...….. 337 
Article 10  — Employee Services...….…..………………....….…... 343 

Article 11    — Administrative Officer-of-the-Day.………….....…... 343 
Article 12    — Inmate Pay……………...…………………………... 345 

Article 13 — PIA Inmate Pay.………..…………………………… 348 
Article 14  — Conservation Camps…..……………………………. 351 

Article 15    — Controlled Substances….…………………………… 357 
Article 16    — Inmate Count and Movement..……………………... 360 

Article 17 — Control of Dangerous and Toxic Substances..……… 364 
Article 18 — Tool Control………………………………………… 368 

Article 19    — Arrest, Search, and Seizure.………………………… 371 

Article 20    — Disposition of Contraband..…………………….….. 377 

Article 21  — Inmate Use of Telephones..………………………… 378 
Article 22  — Gang Management……..…………………………... 379 

Article 23   — Inmate Discipline…………………………………... 385 
Article 24    — Fire Protection………….……………………….….. 395 

Article 25  — Inmate Indecent Exposure & Sexual Disorderly 
Conduct Management.……………..………………. 398 

Article 26 — Air Space Management...……………………….….. 401 

Article 27  — Unassigned………………..………………………… 401 
Article 28  — Unassigned.......................……………………….…. 401 

Article 29 — Social Services and Counseling..……………….….. 401 
Article 30 — Inmate Smoking Policy…...………………….….…. 402 

Article 31  — Unassigned......................……………………….….. 402 

Article 32    — Unassigned.............................…………………….... 402 

Article 33  — Unassigned......................................................…..…. 402 
Article 34  — Unassigned..........................……………………..….. 402 

Article 35  — Unassigned..……………………………................... 402 
Article 36    — Institution Publications………………………….….. 402 

Article 37 — Unassigned..........................................…..………….. 403 
Article 38 — Inmate Advisory Committees….………………..….. 403 

Article 39   — IW/TIP…………………………………………..….. 406 
Article 40   — Joint Venture…………..………………………...…. 416 

Article 41  — Inmate Mail..…………………..………………….... 420 
Article 42  — Visiting..……………….………………………...…. 427 

Article 43   — Inmate Property………..………………………...…. 439 
Article 44 — Prison Rape Elimination Policy.………………...…. 485 

Article 45 — Care, Treatment, & Security of Pregnant 
Offenders…….………………………….................. 

 
489 

Article 46  — Inmate Housing Assignments..…............…….......... 492 
Article 47    — Integrated Housing……………....………..……..…... 495 

Article 48  — Transitional Housing Unit............…......................... 496 
Article 49  — Inmate Clothing. and Laundry Exchange Services… 497 

Article 50 — Canteen………………………………………..……. 499 
Article 51 — Food Service………………………………….…….. 501 

Article 52 — Reserved (Inmate/Parolee Request for Interview, 
Item, or Service)......................................................... 

 
505

Article 53 — Inmate/Parolee Appeals..………………………..….. 505 

Article 54 — Investigation of Gassing Incidents..…………….…... 513 
 Chapter 6 — Adult Classification.…………….………………… 515 

Article 1   — Reception Centers.……...…………………………... 515 
Article 2  — Case Considerations…….…………………………... 524 

Article 3    — Cumulative Case Summary.…………………….….. 548 
Article 4    — Presentence Diagnostic Study…………………...….. 551 

Article 5  — Classification Process…..…………………….…….. 552 
Article 6  — Recall of Commitment….…………………………... 559 

Article 7    — Transfers – DMH……….…………………………... 560 
Article 8    — Interstate, Federal, and International Placements...... 563 

Article 9  — Special Placements……..…………………………... 565 

Article 10  — Behavior Management Unit……………...…………. 569 



Operations Manual                                        DEPARTMENT OF CORRECTIONS AND REHABILITATION                                   Table of Contents 

2011 DOM (3/15/11) iii

Article 11   — Temporary Removals..………………………….….. 572 
Article 12   — Treatment Categories…..……………………….….. 578 

Article 13 — Board of Parole Hearings……………………….….. 580 
Article 14 — Reserved……………….…………………………… 587 

Article 15    — Correctional Institution Description...…………..…. 587 
Article 16   — Reserved……………….………………………....... 587 

Article 17   — Sexually Violent Predators.………………………... 587 
 Chapter 7   — Adult Case Records Information…………….….. 591 

Article 1    — Uniform Case Records Systems..……………….….. 591 
Article 2     — Case Records Service Unit..………………………... 593 

Article 3 — Types of Records……….……………………….….. 594 
Article 4  — Initial Intake Procedure...……………………….….. 601 

Article 5    — Central File and Transfer of Records..………….….. 604 
Article 6     — Detainers……………….……………………….…... 606 

Article 7  — Extraditions…………….………………………….... 614 
Article 8 — Notices………………….…………………………... 615 

Article 9   — Wanted Persons System..…………………………… 61 7 
Article 10    — Legal Status Information …………………………... 620 

Article 11  — Unassigned……………..…………………………… 628 
Article 12  — Time Computations…….…………………………… 628 

Article 13    — Court Decisions, Orders, and Releases…………….. 639 

Article 14    — Releasing Authorities......…………………………… 642 

Article 15   — Unassigned……………..…………………………… 643 
Article 16  — Scheduling Appearances …………………………… 643 

Article 17   — Preparation of Calendars …………………………… 647 
Article 18    — Unassigned….………….…………………………… 651 

Article 19 — Pre-Release Referrals…..…………………………… 651 
Article 20 — Institution Releases……….………………………… 653 

Article 21    — Parole Procedures…………………………………... 657 
Article 22    — Civil Addict Commitments.………………………… 660 

Article 23  — CYA Wards…………….…………………………… 669 
 Chapter 8 — Adult Parole Operations …………………………. 672 

Article 1    — Release Procedures and Conditions of Parole…….... 672 
Article 2     — Case Supervision..……...…………………………... 677 

Article 3  — Arrest and Parole Hold....…………………………... 687 
Article 4 — Reporting Violations…...…………………………… 691 

Article 5   — Special Reports………...………………………….... 699 
Article 6     — Interstate Procedures….......………………………… 701 

Article 7   — Casework Services…….………………………….… 705 
Article 8  — Discharge and Pardon….………………………….... 709 

Article 9    — Caseload Management…………………………….... 711 

Article 10  — Civil Addict Release Policy………………………… 713 
Article 11  — Conditions of Release, Parole, & NAEA Appeals….. 714 

Article 12    — Violations..……………..…………………………… 715 
Article 13    — Arrest, Search, and Seizure.………………………… 716 

Article 14   — Civil Addict Violations……...……………………… 718 

Article 15   — Exclusions and Discharges.……………………….... 722 

Article 16  — Re-Entry Policy..…………….………………….….. 726 
Article 17   — Re-Entry Compliance and Audit..…………………... 726 

Article 18  — Re-Entry Referral..……...…………………….…….. 727 
Article 19 — Re-EntryTransfer……….……………………….….. 728 

Article 20   — Inmate Funds….………..…………………………... 729 
Article 21    — Inmate Furlough.……….…………………………... 730 

Article 22  — Re-entry Case Planning and Supervision…………... 732 
Article 23  — Medical Services..……...…………………………... 733 

Article 24  — Custody and Security.….…………………………... 734 
Article 25   — Inmate Operation of Motor Vehicle....………….….. 737 

Article 26 — Revocations…………….……………………….….. 738 
Article 27  — Hearing Waivers………..………………………..…. 739 

Article 28   — Revocation Screening..………………………….….. 740 
Article 29    — Attorney Determination……..…………………….... 740 

Article 30  — Witnesses……………….………………………...… 741 
Article 31 — Subpoenas……………………………………..….... 741 

Article 32   — Revocation Hearings…....………………………….. 742 
Article 33   — Revocation Extension Hearing………………….….. 743 

Article 34 — DMH Commitment…….………………………...…. 744 
Article 35  — Unit Supervisor Responsibilities………………….... 745 

Article 36   — Workload………………………………………....… 746 
Article 37  — Work Week Groups and Work Hours..……..………. 747 

Article 38  — Hostages………………..…………………………… 749 
Article 39  — Parole Agent Equipment ………………………..…. 749 

Article 40  — Evidence Storage and Disposal...……………….….. 751 
Article 41  — Law Enforcement & Investigations………………... 751 

Article 42 — Subpoena...……………..……………………….….. 752 
Article 43 — Emergency Protection.....……………………….….. 753 

Article 44   — Family of Manuals and Directives......………….….. 753 
Article 45    — Unassigned……………..……………………….….. 754 

Article 46  — Weapons Policy………...……………………….….. 755 
Article 47  — BPT/BPH Charge Codes.……………………….….. 761 

Article 48   — Glossary of Parole Terms……………………….….. 764 
Article 49    — Risk Assessment………..……………………….….. 766 

Article 50  — Information Practices…..……………….……….…. 768 
Article 51  — Disclosure of Information….…..……….………..… 769 

Article 52  — Access to Inmate Records…...………….……….…. 770 
Article 53    — Unassigned……………..……………….……….…. 771 

Article 54  — Confidential Material…..……………….……….…. 772 
Article 55  — Disclosure to Agency or Persons…………….….…. 773 

  Article 56 — Reserved (Rehabilitation & Pardon)......................... 773 
Article 57 — Work Schedules......................................................... 773 

 Chapter 9   — Health Care Services…….………………….……. 775 
Article 1    — Reserved (Medical Services)..…..………………..…. 775 

Article 2  — Mental Health Services………………………….…. 775 
Article 3  — Dental Services.......…….……………….…….……. 778 

Article 4    — Nursing Services Program...…......................….…… 783 



Operations Manual                                        DEPARTMENT OF CORRECTIONS AND REHABILITATION                                   Table of Contents 

2011 DOM (3/15/11) iv

Article 5   — Laboratory Services.................................................... 786 
Article 6   — Radiology Services................…..……………….….. 787 

Article 7  — Health Records.............…………………………….. 788 
Article 8  — Inmate Tuberculosis Alert System ………….….….. 792 

Article 9   — Involuntary Psychotropic Medications...…............... 798 

Article 10  — Advanced Directives & Do Not Resuscitate Orders.. 801 
Chapter 10 — Adult Programs..................……………………...... 806 

Article 1   — Education Services..........................................……... 806

Article 2   — Division of Addiction and Recovery Services........... 811 

Article 3  — Inmate Activity Groups....………...………………... 812

Article 4 — Recreation and Physical Education Programs…....... 813 

Article 5   — Handicraft Programs.……………..……….......….... 815

Article 6     — Religious Programs.........……………………...….... 819 

Article 7   — Marriages...............................………………...…….. 821

Article 8  — Charitable Fund Raising Campaigns..................….... 822 

Article 9    — Volunteers.................................................................. 823 

Article 10  — Grants...................................……………………...... 828

Article 11  — Gifts and Donations....................................................... 830 

Article 12  — Library and Law Library............................................ 831 

 


